
May 11, 2023

Tutorial ïCreating an E-Grants Application

2023 Public Safety Answering Point (PSAP) 

Operations Grant Program

To access DHSES E-Grants you must have a Username and 

Password.  Please contact DHSES at grant.info@dhses.ny.gov if you 

need to request a username and password. 
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Creating an E-Grants Application

Click on the Electronic Submission Notice. 
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Creating an E-Grants Application

The Electronic Submission Notice must be read and acknowledged before accessing the system.  Once 

you have read the notice, please click the Accept button and the login screen will appear.

HINT: Since this is a web-based system you will be timed out after 30 minutes of inactivity and will lose 

any unsaved material.  Hit SAVE often.  Also, if you have a lot of narrative to enter into E-Grants, type 

the information into a Word file and then copy and paste the verbiage into E-Grants.
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HINT: Since this is a web-based system you will be timed out after 30 minutes 

of inactivity and will lose any unsaved material.  Hit SAVE often.  If you see 

either of the messages below it means that you have timed out.  You must log 

back into E-Grants in resume your application.

Message #1 Message #2

Creating an E-Grants Application
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Creating an E-Grants Application

IMPORTANT INFORMATION: 

Do not open two E-Grants windows at the same time to copy 
information from one application into another. 

If you want to copy and paste information from a previous E -Grants 
application, please copy the information into a Word document first.  
It can cause system errors that may affect your grant application if 
you have two E-Grants windows open at the same time.

Hint:  See slide 61 for instructions on how to view and print your 
entire application.
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Creating an E-Grants Application

Enter your Login Name, Password and click on the Submit button.
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Creating an E-Grants Application

Once you have logged in, the Welcome to E-Grants page will be displayed.  Select Project from the left 

menu frame to open the list of projects that match the access rights of the user or to create a new project.
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Creating an E-Grants Application

A list of currently active projects will be displayed.  The grid will be empty if there are no projects 

associated with the user.  Click New to begin entering a new project.
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Creating an E-Grants Application

It is EXTREMELY IMPORTANT that you 

select the correct Funding Program and 

Funding Year

To start a new application, you will need to select a funding program and funding year from the drop-

down boxes.  See next two slides for instructions.  
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Creating an E-Grants Application

Select Public Safety Answering Points Grant from the drop-down box  
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Creating an E-Grants Application

Select 2023 from the Funding Year drop- down box and click Create Project Button. Click OK in the 

pop-up box. 
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Creating an E-Grants Application

This is the General Tab.  Enter the following mandatory fields:

ÅProject title ïFY2023 Public Safety Answering Point Grant  

ÅCounty

ÅSummary Description of the Project ïBrief description of the Project

ÅProject Start Date:  01/01/2023

ÅProject End Date:  12/31/2023

When completed, click on the Save button at the bottom of the page or the Save option in the left frame.
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Creating an E-Grants Application

Now click on the Participantstab.  Participants can be ñGranteesò and/or ñImplementing Agenciesò.  

The ñcountyò will be listed as the grantee and the county agency responsible for implementing the 

project should be listed as the implementing agency.
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Creating an E-Grants Application

Click Add Participant.  
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Creating an E-Grants Application

A search screen will open to search for an existing Participant.  Enter full or partial name and click OK to 

search the database.  If you previously applied for funding, your organizationôs information will be able to be 

retrieved using the search option. 

Hint:  This search engine looks for exact matches so donôt be too detailed in your search.
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Creating an E-Grants Application

In this example, ñTestò was input into the search window providing the above list.  Choose the Participant 

you wish to add from the returned list by clicking on the blue # to the left of the participant name.  
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Creating an E-Grants Application

Select the appropriate participant type.  The screen will refresh and click on the Add button.

Important:  Each application must have a Grantee and an Implementing Agency.  
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Creating an E-Grants Application

The Participant has been added to the Project.
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Creating an E-Grants Application

If the participant is not in the database, you may add them by clicking the New button.   And then 

OK.  However, please ENSURE the participant is not already in the database to prevent duplicate 

entries.
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Creating an E-Grants Application

Enter the information to add a New Participant.  Required fields are:  Participant Name, Address, City, State, 

Zip, County and Employer Identification Number, Click on the Save button.  While SFS Vendor Number and 

Dun & Bradstreet Number are not mandatory, please complete those fields as well.  Mandatory data must be 

entered before the record can be saved.

Note:  If you need to update information after the records has been saved, please email 

grant.info@dhses.ny.gov.  Do not create a new participant.  

mailto:grants@dhses.ny.gov
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Creating an E-Grants Application

The sample above shows a project with a grantee and implementing agency added.

Important:  Each application must have a Grantee and an Implementing Agency.
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Creating an E-Grants Application

Next you will add Contacts to the Participants.  E-Grants requires a Primary, Signatory (i.e., County 

Executive or Mayor) and Fiscal Contact (i.e., Treasurer).  Please designate only one person as the 

primary contact for the grant.  This person will receive all correspondence related to the grant.  Both 

Primary and Signatory Contacts must be registered users of the E-Grants system. 



May 11, 2023 23

Creating an E-Grants Application

Use the drop-down box Contacts for Participants to select the correct participant, then click on Add 

Contact to button.


